
da form 2064
DA Form 2064 is an essential document used within the United States Army for
recording and managing various administrative and operational activities.
Whether you're a service member, a military administrator, or someone
involved in military logistics, understanding the purpose, structure, and
proper usage of DA Form 2064 is crucial. This comprehensive guide aims to
provide detailed insights into DA Form 2064, its significance, how to fill it
out correctly, and its role within military operations.

---

What Is DA Form 2064?

DA Form 2064, also known as the "Hand Receipt/Annex Number," is an official
military document used primarily for accountability and inventory purposes.
It serves as a record of property, supplies, or equipment issued to
personnel, units, or organizations within the Army. The form is vital for
tracking assets, ensuring proper accountability, and maintaining logistical
efficiency.

This form is typically utilized during property handovers, equipment
issuance, and inventory checks. Its proper use helps prevent loss, theft, or
mismanagement of military assets, which is crucial for maintaining
operational readiness and fiscal responsibility.

---

Key Purposes of DA Form 2064

Understanding the primary functions of DA Form 2064 helps clarify its
importance in military operations. The key purposes include:

Accountability: Tracks issued property to ensure personnel or units are
responsible for the assets assigned to them.

Inventory Management: Facilitates regular inventory checks to verify
that all equipment and supplies are accounted for.

Property Control: Maintains control over military property, preventing
unauthorized use or loss.

Operational Readiness: Ensures that units have the necessary equipment
and supplies to carry out their missions effectively.



Legal Documentation: Provides official documentation that can be used in
audits, investigations, or legal proceedings related to property
accountability.

---

Components of DA Form 2064

A typical DA Form 2064 contains several sections designed to gather specific
information about the property and the personnel involved. Understanding each
part of the form is critical for accurate completion.

Main Sections of the Form

Header Information: Includes the form number, date, and the issuing1.
office or organization.

Property Data: Details about the equipment or supplies being issued,2.
such as description, serial number, NSN (National Stock Number), and
quantity.

Recipient Information: Name, rank, organization, and signature of the3.
individual receiving the property.

Issuance Details: Date of issue, condition of property, and any special4.
remarks.

Authorized Signature: Signature of the person authorizing the issuance,5.
confirming the accuracy of the information.

Acknowledgment: Recipient's signature acknowledging receipt and6.
responsibility.

Understanding these sections ensures that the form is filled out correctly
and completely, which is vital for maintaining accurate records.

---

How to Fill Out DA Form 2064 Correctly



Proper completion of DA Form 2064 is essential for ensuring accountability
and compliance with military regulations. Below is a step-by-step guide to
filling out the form effectively:

Step 1: Prepare the Form
- Use a clean, legible pen or electronic form as per your unit’s procedures.
- Verify the property details before filling out the form.

Step 2: Complete Header Information
- Write the date of issuance.
- Enter the name and unit of the issuing officer or organization.

Step 3: Record Property Details
- Describe the property accurately, including NSN, serial number, and
quantity.
- Note the condition of the equipment (new, serviceable, unserviceable).

Step 4: Fill in Recipient Details
- Enter the full name, rank, and unit of the person receiving the property.
- Obtain the recipient's signature, acknowledging receipt.

Step 5: Document Issuance Details
- Record the date of issue.
- Include any remarks relevant to the property or its condition.

Step 6: Signatures and Approvals
- The issuing officer signs and dates the form.
- The recipient signs to confirm receipt and responsibility.

Step 7: Final Review
- Double-check all entries for accuracy.
- Ensure signatures are legible and all sections are completed.

---



Usage Scenarios of DA Form 2064

DA Form 2064 is versatile and applicable in various military contexts,
including:

Equipment Issue: When a soldier receives weapons, communication devices,
or other equipment.

Supply Distribution: Distributing supplies during field operations or
routine inventory checks.

Property Transfers: Moving assets between units or locations while
maintaining accountability.

Inventory Control: Conducting periodic audits to verify property
holdings.

Disposal or Retirement: Documenting the removal or decommissioning of
assets.

---

Best Practices for Managing DA Form 2064

Proper management of DA Form 2064 ensures seamless accountability and reduces
administrative errors. Some best practices include:

Training Personnel: Ensure all personnel authorized to issue or receive
property are trained on the correct completion of the form.

Maintaining Records: Keep copies of issued forms for audit and record-
keeping purposes.

Regular Audits: Conduct periodic reviews of property records to verify
accuracy.

Secure Storage: Store completed forms securely to prevent unauthorized
access or loss.

Use of Electronic Systems: When available, utilize electronic property
management systems to streamline record-keeping and reduce paperwork
errors.



---

Legal and Regulatory Considerations

Compliance with military regulations regarding property accountability is
mandatory. The use of DA Form 2064 aligns with Army policies on property
management, including:

- AR 735-5: Property Accountability Policies.
- DA PAM 710-2-1: Using and Managing Property.
- Proper documentation with DA Form 2064 supports audits and investigations,
ensuring transparency and accountability.

Failure to properly complete or maintain DA Form 2064 can lead to
discrepancies, financial loss, or disciplinary action. Therefore, adherence
to procedures and diligent record-keeping are essential.

---

Conclusion

DA Form 2064 is a vital tool within the Army’s property management framework.
It facilitates accurate accountability, efficient inventory control, and
legal compliance. Proper understanding of its components, correct filling
procedures, and diligent management practices are essential for military
personnel involved in property issuance and inventory processes. By adhering
to established guidelines, military units can maintain operational readiness,
prevent losses, and ensure accountability for all issued property.

Whether you're a new soldier or an experienced administrator, mastering DA
Form 2064 enhances your contribution to the effective and responsible
management of military resources.

Frequently Asked Questions

What is a DA Form 2064 and what is its primary
purpose?
DA Form 2064, also known as a 'Disposition Form', is used by the U.S. Army to
document and manage the disposition of government property, equipment, or
supplies that are no longer needed or are surplus.



Who is responsible for completing a DA Form 2064?
Authorized personnel such as unit supply officers or property custodians are
responsible for completing DA Form 2064 when documenting the disposal or
transfer of government property.

Can DA Form 2064 be used for transferring property
between units?
Yes, DA Form 2064 is commonly used to document the transfer, disposal, or
donation of property between units or to external agencies.

What information is typically included on a DA Form
2064?
The form includes details such as property description, serial numbers,
quantities, reason for disposition, recipient information, and signatures of
authorized personnel.

Is DA Form 2064 a mandatory document for property
disposal?
Yes, completing a DA Form 2064 is mandatory for documenting the disposal,
transfer, or donation of government property to ensure proper record-keeping
and accountability.

How does DA Form 2064 ensure accountability for
disposed property?
By documenting the details and obtaining signatures, DA Form 2064 maintains
an official record that tracks the property's disposition, ensuring
accountability and proper inventory management.

Where can I find a blank DA Form 2064 template?
Blank DA Form 2064 templates are available through official Army supply or
logistics websites, or through the Army Publishing Directorate online
resources.

Are there electronic versions of DA Form 2064
available?
Yes, some units utilize electronic logistics systems that generate digital
versions of DA Form 2064 for easier tracking and record-keeping.



What are common mistakes to avoid when filling out
DA Form 2064?
Common mistakes include incorrect property descriptions, missing signatures,
inaccurate serial numbers, and incomplete disposition reasons. Always double-
check entries for accuracy before submitting.

Additional Resources
DA Form 2064: An In-Depth Guide to the Military Property Clearance and
Documentation Process

Introduction

DA Form 2064 is a vital document within the United States Army's logistics
and property management system. Serving as a key piece of paperwork, the form
facilitates the proper documentation and clearance of military property,
ensuring accountability, security, and compliance with regulatory standards.
Whether during the transfer, turn-in, or redistribution of equipment and
supplies, understanding the purpose, proper completion, and significance of
DA Form 2064 is essential for military personnel involved in property
management. This article provides a comprehensive overview of DA Form 2064,
exploring its purpose, structure, procedures for completion, and its role in
maintaining operational integrity.

---

What Is DA Form 2064?

Definition and Purpose

DA Form 2064, titled "Hand Receipt/Annex," is a standardized military
document used predominantly within the Army for the accountability of
government property. It is a versatile form that serves multiple purposes,
including:

- Documenting the transfer of equipment or supplies between individuals or
units.
- Confirming receipt or turn-in of military property.
- Ensuring proper accountability during property audits or inspections.
- Providing a record for property clearance during unit deactivations or
relocations.

The form is part of the broader property accountability system designed to
prevent loss, theft, or misplacement of government assets. It also ensures
that property is properly accounted for during various stages of its
lifecycle.

Key Roles in Military Property Management



DA Form 2064 plays a crucial role in several processes:

- Property Transfers: When personnel or units transfer property, the form
documents the items involved, their condition, and the individuals
responsible.
- Turn-In and Disposal: During equipment disposal or turn-in, the form
certifies that items are accounted for and handed over appropriately.
- Audit and Inspection Support: The form provides a clear trail of
accountability, aiding audits and inspections by verifying that property is
properly managed.
- Property Clearance: During unit deactivation or reassignment, DA Form 2064
helps ensure that all property is accounted for and properly documented
before clearance.

---

Structure and Content of DA Form 2064

General Layout and Sections

DA Form 2064 is a multi-part form designed for clarity and completeness.
While the specific layout may vary slightly depending on the version and
purpose, it generally includes the following sections:

1. Header Information
- Unit or activity name
- Date of transaction
- Document number or serial number
- Responsible officer or NCO signature

2. Property Description
- Item name or description
- National Stock Number (NSN)
- Quantity
- Serial or identification numbers
- Condition (e.g., serviceable, unserviceable)

3. Recipient or Responsible Individual
- Name and rank
- Signature
- Date of receipt or turn-in

4. Property Details
- Location of property
- Specific remarks or notes (e.g., damages, missing items)

5. Certification and Authorization
- Signatures of individuals involved in the transfer or turn-in
- Approvals from commanding officers or property custodians

Additional Components



- Annexes or Attachments: Sometimes, additional pages or annexes are attached
for larger quantities or complex property sets.
- Barcodes or Serial Tracking: Modern versions may include barcodes or QR
codes for electronic tracking.

---

Proper Completion of DA Form 2064

Step-by-Step Process

Completing DA Form 2064 accurately is essential to maintain accountability
and compliance. Here is a detailed guide:

1. Initiate the Form

- Fill out the header with the unit's name, date, and document number.
- Clearly specify the purpose of the transaction (e.g., transfer, turn-in).

2. Describe the Property

- List each item precisely, including description, NSN, serial number, and
quantity.
- Record the condition of the item at the time of transfer or turn-in.

3. Identify the Responsible Parties

- Enter the name, rank, and signature of the individual handing over the
property.
- Similarly, record the recipient's details, ensuring they acknowledge
receipt.

4. Document Location and Remarks

- Note the physical location of the property.
- Include any relevant remarks, such as damages, discrepancies, or special
instructions.

5. Obtain Necessary Signatures

- Ensure all parties involved sign and date the form.
- Commanding officers or designated property custodians should approve the
documentation.

6. Final Review and Filing

- Double-check all entries for accuracy.
- Distribute copies as required — one for the originating unit, one for the
receiving individual, and possibly an administrative file.

Best Practices



- Use clear, legible handwriting or electronic entry.
- Confirm serial numbers and NSNs are correct to prevent discrepancies.
- Maintain copies of the completed form for at least the duration required by
unit policies.
- Report any discrepancies immediately to the appropriate authority.

---

Significance in Military Operations

Ensuring Accountability and Security

The primary significance of DA Form 2064 lies in its role in safeguarding
military assets. Proper documentation prevents unauthorized removal or loss
of government property, which could compromise operational readiness and
security.

Facilitating Audits and Inspections

Regular audits are mandatory within military units to verify property
accountability. DA Form 2064 provides a documented trail, simplifying the
audit process and ensuring transparency.

Supporting Property Lifecycle Management

From procurement to disposal, the form supports all stages of property
management, helping units track equipment status, maintenance history, and
ownership.

Legal and Disciplinary Implications

Accurate completion and proper use of DA Form 2064 are critical in legal and
disciplinary contexts. Misuse or falsification can lead to serious
consequences, including administrative action or criminal charges.

---

Common Scenarios for Using DA Form 2064

Equipment Turn-In at the End of Service

When a piece of equipment reaches the end of its service life or is being
replaced, personnel complete DA Form 2064 to document the turn-in, ensuring
accountability and proper disposal.

Transfer Between Units or Personnel

During personnel reassignment or unit reorganization, property transfer is
documented via the form, preventing loss or misallocation of assets.

Property Inspection and Audits



During periodic inspections, units review property listed on DA Form 2064 to
confirm condition and presence, addressing any discrepancies immediately.

Deactivation or Closure of Units

Prior to deactivation, units use DA Form 2064 to account for all assets,
facilitating proper clearance procedures and preventing loss of government
property.

---

Challenges and Best Practices

Common Issues

- Incomplete or Illegible Entries: Can lead to disputes or accountability
issues.
- Falsification or Fading Signatures: Undermines the integrity of the
documentation.
- Discrepancies in Property Records: May cause delays or investigations.

Recommendations for Effective Use

- Train personnel thoroughly on proper completion procedures.
- Implement electronic property management systems integrated with forms.
- Regularly audit property records and documentation practices.
- Foster a culture of accountability and transparency.

---

Conclusion

DA Form 2064 is more than just a bureaucratic requirement; it is a
cornerstone of property accountability within the U.S. Army. Proper
understanding and meticulous completion of this form ensure that military
assets are protected, tracked, and managed efficiently throughout their
lifecycle. Whether during equipment transfer, turn-in, or audits, DA Form
2064 provides the official record that sustains operational integrity,
security, and compliance. As military operations continue to evolve, the
importance of disciplined documentation like DA Form 2064 remains paramount
in maintaining the trust and accountability essential to national defense.
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